
DOING BUSINESS WITH 
SERVISOLUTIONS

Closed File Submission Updates



Doing Business w/ServiSolutions 
Agenda

 Closed file submission updates
 Final Document updates
 File submission tips
 Coming Soon 
 New Request for Funding Checklist
 Coming Lender Online changes



Lender Announcement 5/17/18

 Added Conditions:
 Insurer’s Closing Protection Letter
 Provide verification of activated MI
 ATR calculation Analysis and Debt Analysis Worksheet
 Fee Details Worksheet with points/fees test results
 Copy of Underwriter’s Approval
 Borrower Credit Score Disclosure 



Lender Announcement 5/17/18

 Removed Condition-
 Condo Questionnaire (Conventional loans only)
 Condo Project Approval, Fannie Mae Form 1076 and 

1077
 Document listing Tax Payer ID Number for Condo’s 

HOA- effective 9/1/17
 Early Default Notification



Lender Announcement 5/17/18

 Revised 1008 or 92900 LT condition-
Modified verbiage for 1008 - (if Condo, must include 

FNMA Condo Project Classification and CPM #)

 Revised Deed of Trust for first mortgage and Deed 
of Trust for DPA mortgage conditions-
Modified verbiage to Certified, executed copy of Deed 

of Trust and added (if e-recorded, provide original)



North Carolina Lenders

 No right of Rescissions on any of our loans
 If the closing date on NC loans is within 14 days of expiration of 

contract, you do not need to stipe for contract extension
 If there is no signature line on the Tax Info Worksheet, it doesn’t 

need to be signed. If there is a signature line, it must be signed.
 Do not require the FHA Identity of Interest Form anymore
 Legally binding obligation letter/awards letter – only needed on 

FHA loans 
 PMI needs to be activated, but does not have to be transferred to 

AHFA
 We will accept ECOA notice for Fair Lending Notice if the language 

is consistent
 **If any of the above conditions that are currently listed as 

outstanding curative items, email the examiner to remove 



North Carolina Lenders

 If the Loan Closing Date and the Loan Disbursement date differ due 
to The Good Funds Settlement Act, make sure the prepaid interest 
is calculated from the disbursement date.  

COMING SOON 
 NC Lenders will be given access to our direct lender portal for 

suspense conditions to be uploaded directly into the loan record. 
This will cut down on review time and allow us to better track 
statuses.  To accomplish this, we will be sending out Lender Admin  
forms to each participating Lender.  Each lender will appoint two 
staff members to grant user access to the employees uploading 
conditions.  Instructions will be sent out to the Admins advising 
how to set up users, and to the users advising where and how to 
upload the suspense conditions.    



THE NOTE – Things to Remember
 The following data must match supporting documentation in the file:

•Note Date
•Property Address
•Loan Amount – whole dollar loan amount only; no cents
•Lender Name
•Interest Rate
•First Payment Date
•Maturity Date
•Principal and Interest
•Grace Period
•Late Charges
•Borrower Signature and Typed Name 

•The Name and NMLS ID of the Loan Originating Company and the Loan Originator must be disclosed below 
the borrower signature lines and/or notary section or where required by state law. NMLS license must be 
current
•All pages of the Note must be consistent with regards to the borrower initials. The signature page does not 
require initials given that a complete signature is required.
•Corrective covering (i.e., white out or tape) on the document is not permitted. All corrections must be 
initialed the borrower(s).



Endorsement of the NOTE

 Endorsements must be made Without Recourse
 For properties in Alabama
 Pay to the order of Alabama Housing Finance Authority

Lenders Name (typed)
Signature of Authorized Signer (original)

Name of Signer (typed)
Title of Authorized Signer (typed)

 For properties in MO, NC, MS  
 Pay to the order of ServiSolutions, A Department of Alabama 

Housing Finance Authority 
Lenders Name (typed)

Signature of Authorized Signer (original)
Name of Signer (typed)

Title of Authorized Signer (typed)



Endorsement of the NOTE

 Loans suspended for a corrected Note endorsement 
require:
 Original Allonge to the Note with endorsement
 Letter of authorization to void the incorrect endorsement

 Allonges are acceptable…
 At the discretion of AHFA
 If it contains the borrowers names as they appear on the 

Note, property address, closing date, loan amount and 
proper endorsement signed by the authorized party. 

 Only if there is not sufficient space on the back of the note 
for the full endorsement (FHA & VA loans)



UCD Mandate

 The following delivery requirements must be met for conventional loans to be 
eligible for purchase:

 Files with UCD Findings Reports dated prior to 6/25/18 must be resubmitted
 A loan’s UCD file must be successfully submitted to Fannie Mae. 
 UCD Finding Reports cannot have any FATAL WARNING messages 
 Lenders must submit with the closed file a successful UCD feedback certificate with 

all pages and edit messages.  It must have met Fannie Mae’s requirements.  
 The UCD file must be transferred to AHFA PRIOR TO PURCHASE
 The most recent Closing Disclosure – matching the UCD file submission must be 

delivered in the closed loan file
 REMINDER
 Any changes to the CD after initial UCD upload must be resubmitted to the UCD 

Portal.  The absolute final CD given to the borrower for cure purposes, must match 
the UCD file.  Contact ServiSolutions if this occurs at time of purchase or after 
purchase.



Principal Reduction

 All loans will be purchased at the amortized principal 
balance

 If a closing cure is required, the balance may be 
credited back to the borrower, or a check cut to 
borrower. The cure cannot be shown on CD as a 
principal reduction.   No principal reductions allowed 
for cures.  

 If during the interim servicing a borrower pays 
additional principal, the funds must be submitted to 
ServiSolutions by the originating lender or returned to 
the borrower.



Termite Report/Survey Requirements

 A current termite report must be provided if required 
by the Underwriter or Appraiser. If evidence of prior 
infestation treated, need hold harmless letter.  

 If a Survey is required: 
 Must be no more than 120 days old
 If Long form title policy ordered a new survey is required or 

ALTA 9
 If a short form title policy is ordered no survey is required
 Letters of Intent are no longer accepted



Title Policy

 When ordering the title policy there must be evidence 
of a short form title policy or a long form title policy 
with the appropriate endorsements

 Chain of Title
 Must include dates of transfer, the transferor and 

transferee
 Evidence of a 6-month chain of title required for 

conventional and VA loans
 Evidence of a minimum of 12-month chain of title for FHA 

loans
 If there has been no conveyance – verbiage such as 6-

month Chain of Title clear or there have been no 
documents conveying the land in the past xx months



Title Policy

 The named insured should be the “Originating 
Lender , and its successor and/or assigns”

 Title Insurance may be in the form of
 An ALTA Short Form Residential Loan Policy
 An ALTA Residential Loan Policy or its equivalent provided that:
 The policy is validly issued in the jurisdiction where the property is 

located
 Policies on the standard ALTA do not include the creditors rights 

exclusions language on the 1990 ALTA loan policy
 In the case of a Short Form Policy

 Any Addenda thereto only include subordinate liens.  Any 
additional matters AHFA requires a Long Form Policy



Title Policy 

 Environmental Protection Lien Endorsement
 Conventional Loan policies must include the ALTA 

8.1 or its equivalent
May take exception only for those specific state 

statutes that provide for possible subsequent super 
liens that could take priority over the mortgage.

 Not required for government loans.



Title Policy

 Unacceptable Title Exceptions
 Survey exceptions – if surveys are not commonly 

required in a particular jurisdiction, the Lender should 
provide an ALTA 9 endorsement, if applicable, a CLTA 
endorsement 116.  A letter on company letterhead 
from the title company or an endorsement to the 
commitment stating they will issue a final title policy 
with no survey exceptions will be require prior to 
purchase.  If the title company will not issue a policy 
without a survey exception AHFA will not purchase the 
loan.  



Title Policy

 Unacceptable Title Exceptions
 Real Estate Tax Exceptions – real estate taxes must be 

shown as being current.  If the tax bill has not been 
issued, the lender must provide proof the taxes are 
not delinquent.

 Cannot contain Life Estate Exception
 Cannot contain Right of Refusal Exception



Title Policy

 PUDs and Condos - Policy must insure the mortgage is superior 
to any lien for unpaid common expense assessments.
 Policy must insure… 
 Against any impairment or loss of title of the 1st lien caused by 

past, present of future violations of covenants, conditions or 
restrictions of the master deed

 The unit has not encroach on another unit or common areas, 
elements or facilities

 The real estate taxes are assessed only against the individual 
condo unit vs. the project as a whole

 The owner of the PUD unit is a member of the HOA and that the 
membership is transferable if the unit is sold   



Title Policy

 Leasehold Estates
 An ALTA Leasehold Loan Policy or a CLTA 107.5 

endorsement stating that the property improvements 
are insured in the same manner as the land or its 
equivalents if required for a mortgage that is subject 
to a leasehold estate



Disaster Policy

 Refer to www.fema.gov/disasters
 Effective for 90 days following the incident
 AHFA’s Disaster Policy applies to properties located 

in counties where:
 FEMA has issued a major disaster declaration
 An investor has issued a disaster notification
 AHFA has determined that there is risk of damage 

from a disaster that has not been declared

http://www.fema.gov/disasters


Disaster Inspections

 Conventional Loans
 Exterior inspection by an appraiser, licensed property inspector or 

nationally recognized field office
 Damage must be noted on Form 1004D/442 (Appraisal Update and/or 

Completion Report)

 FHA
 Damage inspection report required completed by FHA Appraiser even 

if the inspection shows no damage to the property
 Report must be dated after the incident end date 
 FHA does not require a specific form for a damage inspection report

 VA
 Lender & Veteran Disaster Certification form signed by the borrowers 

and lender is required



Sample FORM 1004D



Pre-funding Reviews

 A pre-funding review will be completed on 10% of 
a lenders files submitted for purchase

 This pre-funding review is a third-party review of 
the loans’ credit worthiness (not a compliance 
review)

 Curative items requested by the third-party 
agency, should be emailed to the specified 
ServiSolutions contact requested the information 
all at one time.



Pre-Funding Reviews

 MOST COMMON SUSPENDED ITEMS:
 1008 /92900LT not signed by Underwriter
 LDP/GSA not run on all parties involved in loan
 92900 A not signed by all parties 
Missing the 10 day VVOE 
 VVOE employer validation documentation not 

provided
Missing the Credit Score Information Disclosure 



 Most Common Suspense Items in funding review
All suspense items must be upload at one time

 Missing copies of the LE issued for change in circumstance 
 Title Commitments with survey exceptions and no ALTA 9 

endorsements or letter of from title company affirming intent to 
issue a final policy with no survey exceptions

 All title commitments must be signed by the closing agent
 Flood zone determination on the flood cert and appraisal not 

matching
 Missing evidence of payment of up-front MI premium (FHA 

Connection)
 Missing evidence of activation of PMI
 Missing Name Affidavits 
 Notes are endorsed in blank – incomplete(must have the proper 

endorsement)



FINAL DOCUMENTS

 Final documents must be submitted within 120 days of 
loan closing.  Failure to do so may result in penalties

 Documents 
 Original recorded 1st mortgage/DOT
 Original recoded 2nd mortgage/DOT (if applicable)
 Final title policy
 MIC/Guaranty
 Original MERS assignment

 Documents must be uploaded at one time AND all 
originals mailed to AHFA/ServiSolutions Attn:  Final 
Documents



Common Security Instrument Exceptions

 All pages of the recorded mortgage not provided (i.e. 
“Exhibit A” the legal description missing)

 Riders marked as being executed by the Borrower and 
recorded but not attached with the security 
instrument

 Notary Acknowledgement that does not include ALL 
BORROWERS that signed the Security Instrument.

 The Notary’s Expiration Date indicated within the 
witness and acknowledgement section incorrect.

 The Borrower and Notary’s execution date is not the 
same date.

 The Security Instrument has no evidence of recording.







DOT dated November 18, 2016



Notary dated the document April 30, 2018





Common Security Instrument Exceptions

 If E-recorded, provide the original executed security 
instrument along with the E-recorded document. 

 Examples of Exceptions from our Document 
Custodian pertaining to Security Instruments 
reviewed:

 SI - Riders/Addendums Incomplete/Incorrect
 SI - Missing Evidence of Recording
 SI - Notary/Witness Incomplete/Incorrect



Title Policy Exceptions

 FINAL Title Policies without the proper endorsements requiring 
remediation by the Closing Agents/Lenders

 *The Jackets/Covers not provided with Loan Policy
 *The name of Insured to does not included “Its Successors and/or 

Assigns” 

 Examples of Exceptions from our Document Custodian pertaining 
to Title Policy reviewed:

 TP - Legal Description on Long Form is Missing or Differs
 TP - Name of Insured is Missing/Incorrect
 TP - Complete Jacket/Cover Missing
 TP - Date of Policy is Prior to Recording of the long form title policy



Coming Soon

 Updated Request for Funding Checklist
 New stacking order (5 separate checklist)

 Lender Online Changes to match new stacking 
order



Closed File Upload Changes

https://lenders.ahfa.com







Closed files should always be uploaded into the package 3 – ADD NEW





Updated Checklist

 The loan delivery file will be broken into 5 separate uploads into 
the corresponding document name.  Click on the dropdown box, at 
the red arrow above. You will upload applicable sections by these 
defined groups. 

 For your convenience, the updated stacking order funding 
checklists will be broken into the upload sections matching these 
groups: 
 Closing Package
 Color Appraisal/Final Inspection
 Appraisal Miscellaneous 
 Credit/Application 
 Disclosures 

 A sixth container has been created for all suspense conditions.  If a 
loan has pending conditions, the conditions/curative items in 
whole, will be uploaded to: FUNDING SUSPENSE CONDITIONS   



 
      

   Borrower Name: ___________________________________________________________________________________ 
 

   Lending Institution: _________________________________________________________________________________ 
 

   Contact Person: ____________________________________________________________________________________ 
 

   Email Address: _____________________________________________________________________________________ 
 
   Phone Number: ____________________________________________________________________________________ 

 
CLOSING PACKAGE - UPLOAD 1 - INCLUDE ALL ITEMS IN THE ORDER BELOW  
*UPLOAD TO LENDER ONLINE - REQUEST FOR FUNDING PACKAGE 3 - CLOSING PACKAGE 
   Closing Package Checklist 
   Payment History  
    Copy of executed Note – with Addendum if applicable 
       *endorsed to Alabama Housing Finance Authority, without recourse 
 Copy of executed Down Payment Assistance Note  
       *endorsed to Alabama Housing Finance Authority, without recourse 
 Copy of Power of Attorney- if applicable 
    Name Affidavit for Borrower- (Co-Borrower if applicable) 
 Copy of MIN Summary from MERS for first mortgage 
 Copy of MIN Summary from MERS for DPA mortgage 
 Title Commitment - Short Form (FHA: include 12 mo. chain of title/Conv: include 6 mo. chain of title) 
 Insured Closing Protection Letter 
 Certified, executed copy of Deed of Trust for first mortgage with all applicable Riders- (if e-recorded, provide copy) 
 Certified, executed copy of Deed of Trust for DPA mortgage with all applicable riders- (if e-recorded, provide copy) 
    Master Condo Policy (HO6 Policy AND Certificate of Property Ins.) with policy numbers- Liability Cert. will not be accepted as Master Policy 

    PMI Certificate- Conventional loans only, LTV 80% + 
    Provide verification of activated PMI 
    Hazard Insurance Policy with policy number and expiration date 
    Life of Loan Flood Certification 
    Flood Policy and/or Wind Policy with policy numbers- if applicable 
    Property Tax Certification/Assessment- must list next estimated amount due, next due date, and Tax Assessor’s Parcel ID 
    Copy of Lender's Payment Breakdown- should NOT include ServiSolutions information  
    Copy of Leasehold Agreement- if applicable 
    Initial Escrow Account Disclosure Statement  
    Copy of initial Closing Disclosure for first mortgage- must meet TRID date requirements 
    Copy of final Closing Disclosure for first mortgage with executed addendums attached- must indicate final  
    Copy of initial Closing Disclosure for DPA mortgage- must meet TRID date requirements 
    Copy of final Closing Disclosure for DPA mortgage- must indicate final 
    Fee Details Worksheet with points/fees test results  
    Provide evidence of upfront MIP paid 
    Escrow Closing Instructions 
    UCD Feedback Certificate- must be successful and transferred to AHFA    

 
 
 
 



COLOR APPRAISAL / FINAL INSPECTION PACKAGE - UPLOAD 2 - INCLUDE ALL ITEMS IN THE ORDER BELOW 
*UPLOAD TO LENDER ONLINE - REQUEST FOR FUNDING PACKAGE 3 – COLOR APPRAISAL / FINAL INSPECTION 
 Appraisal with color photos- include all exhibits- must be completely legible and include a copy of the Appraiser’s license 
 Final Inspection with color photos and evidence of clearance of all appraisal conditions- if required by appraisal 
 
APPRAISAL MISCELLANEOUS PACKAGE - UPLOAD 3 - INCLUDE ALL ITEMS IN THE ORDER BELOW 
*UPLOAD TO LENDER ONLINE - REQUEST FOR FUNDING PACKAGE 3 - APPRAISAL MISCELLANEOUS 
    Appraisal Miscellaneous Checklist  
    Appraiser Certification printed out from the website www.ASC.gov - Conventional loans only 
    Fannie Mae Appraisal Findings Detail/SSR Report with underwriter’s explanation listing CU Risk Score 3.5 or > - Conv. loans only 
    Copy of CU Analysis for appraised property- Conventional loans only, required only if risk score is not listed on SSR 
    Electronic Appraisal Delivery results for FHA Connection Appraisal Logging (Success) - FHA loans only 
    New Construction docs- (must include Certificate of Occupancy with correct home address, Builder’s Certificate/Soil Treatment and 

Warranties signed, Completion of Construction signed, and Direct Endorsement to HUD/FHA signed by direct endorser) 
    Conditional Commitment DE Statement of Appraised Value (HUD Form 92800-5B), signed and dated by underwriter- FHA loans only 
    Form RD 3555-18 - Conditional Commitment- USDA loans only 
    Termite letter/Wood infestation report- as required by appraisal or purchase contract  
    Copy of repair escrow documentation and evidence of housing agency approval and final repairs- if applicable 
    Evidence of NOV (termite certification and Lenders Notice of Value/warranty documentation)- VA loans only 



Once all five packages have been uploaded…hit SUBMIT





Contact Us Information

 Lisa Treece- SF Operations Manager
 ltreece@ahfa.com

 Candi Clapp –Funding Supervisor
 cclapp@ahfa.com

 Renee Dotson- Delivery Supervisor
 rdotson@ahfa.com

 Carrie Hamaker – SF Administrator
 chamaker@ahfa.com (available for any 

issues not resolved with the Ops. 
Manager or Supervisors)

mailto:ltreece@ahfa.com
mailto:cclapp@ahfa.com
mailto:rdotson@ahfa.com
mailto:chamaker@ahfa.com
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